OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND MISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: Sea Publication No. 76—BM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Saction. .

FORAGENCY USE | 1. Agency Address k FOR RECORDS MANAGEMENT USE
Aputication Dete : Georgia Department of Human Resources Application Number
July 8, 1976 | Division of Mental Health & Mental Retar-| “Flp=- 2.4 3
Appiication Number dation - Mental Retardation Section Dete Recarved Duate Complated
 DHR-85 | 47 Trinity Avenue - Rozm 542-H WL -9 ¥ | JUL 29 1975
2. Person to Contact Working Title Telephone Numbher
Budd Hughes Assistant Division Director 656-6370

3. Action Requested
3. (@ Estabusn Retention Schedule; record will continus to accumulats.

b. C Disposa of present accumulation; no further accumulation snticipsted. - o P
L ¢ Q Amend Application No. .. _____ Check One: O Change; [] Superceds; O Void '
4. Dates of Series 5. Records Saries Title (foilowed by title used in office; if d:ffarent}
Eartiest "~ Latest
began July, 1976 Court Commitment Client/Patient Information Files 7
8. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Mental Health and Mental Retardation administers the mental health, -mental
.retardation and other developmental disabilities, drug abuse, alcoholism, and training and .
research programs. This Division is also concerned with community mental health, and the
administration of the State mental hospitals, rehabilitation and retardation centers.

The Mental Retardation Section is one of the programmatic sections of the Division of Mental
Health and Mental Retardation. The Mental Retardation Section offers specialized services
(primarily focusing on the mentally retarded within the I Q range of 0-55) administered
through a comprehensive system of institutional and community service programs. The special
ized services are provided through the following major programs: (1) Day Training and Work
Activity Programs; (2) Group Homes; (3) Institutional Services; (4) Family Care Homes;
and (5) Foster Grandparent Programs., :

-

7. Record Series’ Descﬂptloﬁ - This file contdins the foﬂowmg dcctlmarits (mcluda form numbers am'f nrtles if any)
. . Attach samplas of the file. . . s a rae -

Dommentsro!atmgto -

maintaining information in order to reflect Division action for c11ents comm1tted to EHR
Division of Mental Health & Mental Retardation through the courts,

Included are: ‘
County Court Order of Comm1tment fo DHR D:.vis:.on ‘of Mentil Fealth & Mental Retardation
for exakination and evaluation; report of psychiatric comsultation; psychological
evaluation; and interval note.

File is arranged: _ _
alphabetically by last name of client.

8. Monthly Reference Rate | How often are records referred to which are:
new program daily
One to six moriths old ; Seven to twelve monthsold —____; Thirtesn to twenty-four months old
twenty five monthsandolder e —.____..7? . _

" .

9. Armual Rate of Accumulation of Records - =
Letter-size drawors ——iian } Logal-ssze drawers

new program - 5 ca\ses during past month

~

C : k
~ ;Shelves ' ;Other (specify)

AR—GO—" Mav, 78 ) ' ToowT s (Qver)




YES | NO | 10, Quutionmm {Place an X" in the proper column) —

2. s this the official copy ofth.sgnes? duplicate of information at State institution to

X If not, where iy it? __which client committed.
y handling? If yes, cite | lstion:
< || s oy s Ay W L

¢. |s this a vital record?

X .
X d. Does this series have historical or long term research value?

6. When one or two documents in the file make it necassary to keep the entire fila for a long period, could thesa

x M&E}M}ﬁmlv?
X f.
g Fis the infofination contaified in’ thls series ever anatvzed andlof reco:dod ina summanzed report? < "
X If ves, attach copv, '
; N, is there a duplication of this saries in your 6ffice, 6t in ansSther of?m or agencv?
X If ves, where?
X
X =
11. Retention Requirements " The following requires the series to be kept:
& State Law ..years. | d. Audit period i years.
b. Ststute of limitation - , L years. - ¢, Administrative need _ 1 Syears,
c. Federai law - : years, f, Federal ratention instructions years.
Attach eopvorexm of laws or reguiations.” Explain administrative need. - - - ZoLA TR - s
for reference and follow-up as to disposition of case - - - eo o a gatororo oo
’ ST S B ,.“r e T A S -‘.:': o I o
1i ququd‘:oi_spdsritipnglnstruqﬁoﬁs 'l'l'us agency recommends that tha flle ser:es bc cut off at the end of each I . _
N e ' GCalendarYear a F.mlvear 0 Other — , . then, . .
EI Hold in thn currant files : araa month(sl vear(s) then , i ﬂ
= Transfertolocal hoiding area; hoid year(s); then . e, L o
"0 Trarisfer to State Rccard; Canter hoid _________veqr(;} then LT T T ..
© O Destroy. . N N R
O Tranifer to State Archwes for permanent retentaon R e T )
m Other (Specity) ‘ T o :
" When case is closed or determined inactive, place all papers in closed file; cut
off ~ = closed file at “'.: end of each calendar year; hold in current files area
1 year; then destroy. '
- L S S DR et o S AR A e ol SR UL BN ol LS S I el -
‘Thess instructions apply to all prior and future accumulations of the series.
Agency Head/Designea (Sigpature . Date Records Management Officer (Signaturs) Date

Stnt- Records CG_rgpma (Signature) o

- | E ettt Cantd 7/7/74 |

Recomrmandations in bnra- ‘ | ' :
graph 12 are approved, -State Auditor/Designee W 7/ Lf - 7C

(If disapproved, attach letter
of explanation.) &m%mmloﬂ igriee

_ 047&&’
Attorney General/Designee dlﬁ/ M 7f 2! - 7‘&’

e T —
AR=50=71; Rev, 7§ (Rmuiswsf




